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REPCRT ON STATUS OF AGENCY RECORDS PROGRAM

GENEBRAL FROGRAM STATUS

1. This Agency is complying with the provisions of the Federal Records
Act of 1950, Public Iaw 754, and the regulations issved by the GSA under
it. Although ocur intelligence operations are unigue and exempt the
Agency from compliance with various Federsl laws and regulations, our
records problems are similar to those in other agencies. Consequently,
we adopt basic standards, procedures and guldes established by GBA and
modify these, vhere necessary, to sult our needs.

2., ¥We maintain a close relationship with the Matiomal Archives and
Records Bervice of Qeneral Services A@ministretion throuwgh cleared
1iaison with Messrs. Everett Q. Alldredge and Herbert E. Angel,Assistant
Archivists. In addition, Mr. Robert Krmauskopf of the Netionsl Archives

ifor discusaing technieal yrodblems on

records disposition and oblfalning authority from the Congress to destroy
our reccrds.

3. The Agency Records Adainistration Progrum includes Forms, Corres—
pondence, Reports, ¥ital Records, Records Scheduling and Disposition,
Mail Yamagement, Files Systems and Bguipment, and Records Center Oper-
ations. Information obtained from other agencies indicates that they
have the same program content as we 4o, but all of the slements are not

-ineluded in a single organizetion in the Agency. The Eoover Cosmission

Report in 1954 recommended the inclusion of all Agency paperwork menage-
ment elements in one organization; GSA advocates this, and we have had
this armngement since 1953. lLarge industrial concerns such as Union
Carbide, Bethlehem Bteel, and Chase Mational Bank have been successful
with such an organizatioml arrangement for paperwork management.

4. Our Agency Records Administration program is considered by GSA to
be one of the best in the FPederal Sovernment. Approximately 964 of our
records are managed by Records Control Schedules; this compares with an
average of about 80% govermment-wide. The Records Control Schedule is
generally considered a reliabdble messuring stick for a suceessful records
management program for elther Government or Industry. On this basis, we
compare favorably with both Goverrment and Industry.
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v 5. The benefits from an integrated records mamsgement program can be
evalwated in terms of tangible and intangible benefits. Some of the
standards for determining tangible benefits are:

a. Space saved by destruction or retirement of records,

b. Money saved by avoiding the purchase of new filing equipment,

c. Money saved by combining or eliminating forme {printing costs),

d. Menpower saved by improvements in paperwork procedures and
systems.

The attached chart, Exhibit 1, shows cumilative tangidble savings of
v $13,500,168 realized from the Agency Records Management Program from

1955 to 1964, =

II. CORRESPONDENRCE MANAGEMENT

1. You suggested in your memorandum of 7 April 1964 (DDS 64-2012) that v
correspondence procedures be refined to reguire the originstor to indi-
cate where the officisl file copy i= held. This is being practiced to

a limited degree throughout the Agency. The Office of logistics adopted
this procedure several years ego. Current correspondence techniques call
for the official copy of a file to be denoted by a yellow tiasune copy.
This standard wes established in our 1955 Correspondence Mamuel and is
contained in the pending version. The file eopy i1s uswsily indicated by
the typist under Distribution "l copy for file." We bave alsc extended
this idea by identifying certain areas in the Agency where by function
an office is the "office of record.” In Novesber 1961 we prepared a
1ist of files with the offices of record and sent these to sll Ares
Records Officers for informmation and guldance.

2. When preparing and reviewing records control schedules for Agency
components we determine where the record copy is mainteined. After
establishing the office of recoxrd, the remaining coples of the sam: or
similar files are ewmluated in accordance with thelir use and walue to
the immediate offlice In which they are located and as to their wvalue to
the Agency as a whole., We then authorige destruction or short term
holding for the extra copies.

3. A gradusl trend is toward the use of more form letters. During a
papervork survey in the Office of Security more than 20 form letters or
short form memos were created to replace the repetitive typing of iden-
tical or similar type replies to inguiries. The Office of Personnel
uses form letters in its Recruiltment and Placement Program; sowe DIF
Offices are using form memos; and recently a form letier was devised
for the Offise of Flmance. Other offices are using pre-printed short
memos on & limited basis.

L o
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‘/w; The Speedletier, Form 1831, origimslly designed for the Office of

Logistica for Hrformml correspondence between Beadgquarters and Field
Offices hos been adopted for use In other offices. The Speedletter
reduces the need for s formml letier asnd expedites replies $o Inguirxies.
One of its big adwantages 1s that the messages can be handwritten or
typed on the Torm.

5. The revised version of the Correspondence Handbook was forwarded
4o the Regulations Control Staff in August 1563 for editing and publi-
cation. Sinece then we have received mmerous calls eoncsrning the
issue date of the Handbock. The Office of Training is anxious to have
the revised version as a teaching guide for new employees; NPIC is
developing one for their own use, using our draft as a guide; secre-
taries and typists bave called us for guidance on correspondence. An
early publication of the Handbook would meet these needs.

6. In eddition to intangible sav » Chart 2 reflects the tangible
savings amounting to approximstely $70,000 realiszed from a correspond-
ence survey conducted by this Staff in 1954 and 1955. This is indica-
tive of savings that can de accomplished from a swrvey.

FORMS MANAGRMERT

1. During the quarter ending 30 June 1964, we completed 113 forms
actiona; these include forme origivated in the offices by users or
component Records Cfficers and those amalyzed and designed by this
Staff. A savings of $9,032 was realized during the gquarter by
improvements in forms designa, consolidation of foxwms, and changes in
printing specifications. .

2. The chart, Exhibit 1, shows tangible savings of $715,3086 from
Fooms Mamagenent activities for 1955-64. For FY 64 only, these savings
amounted to $2,000.

3. The attached charts, Ixhibits 3 and 4, show that the cost of
printing forms for the past fiscal year was approximately $17,000
less than that in FY 1963, and the mmber of coples of forms almost
5,000,000 less than the previous year, despite an increase of 166 (84)
in the nunber of active forms.

L. Govermment and industry wse the same standard for measuring the
coste of processing formay this is 20 times printing costs. On this
basis the Agency costs for processing forms based on 1964 printing
cost figures would amount to over 35,000,000,

3
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1. Records Disposition is protably the most productive phase of the
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5. Bven though forms management is potentinliy an area where consid-
erable econamies can be aceceplished, we camnot spend much time in

this area because of our small staff. However, we are trying to come
pensate for this by tmeining Records Officers and other individuals
in Ageney components In forms managemsnt. We have already conducted
workehops in the DDS, DDI, and IOP areas and are plamning additioml
workshops for other areas and groups.

VITAL RECORDS

1. Daring this last quarter of FT 64 a vital records schedule was
prepared for the DDSHT. With this schedule, all offices in the agency
have beon covered.

2. Current revisions are being made in vital records schedules to
eliminate records nc longer considered vitel, to include those which
have been recently ldemtified as essential, and to elimimate Quplicate
deposits.

3. Our Vital Records program is regarded as a model for other agencies.
Ve have assisted State Department and Atomic Energy Comaission in
developing their programs. OSA wants us to contimue presenting our
Vital Records workshop at the semimars they conduet for govermmert and
industry, and KA wants us to present owr workshop to their people.

Records Maregement Program, insofar as tangible benefits are concerned.
This phase of the program is caxrrdied out through the medium of records
control schedules and the operation of the Records Center. Since about
96% of all agency recods are covered by schedules, we can pin point
savings by the elimimation of filing equipment, savings in office space
by removing umeeded records, and sevinges in manpower. The ectimated
cumlative savings for records disposition amounted to over $10,000,000
for the period 1955-1964. The chart, Exhibit 5, which reflects these
savings does not include savings which accrued through destruetion of
obsolete records at agency headquarters

2. Despite the significant progress made through records disposition,
there are & mmber of sreas vhich need improvement. The entire records
picture in NPIC, for instance, has to be surveyed and a plan devsloped
for dispoaition of their recordas. The records at overseas stations
should also be covered by schedules.

h
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SEGRET

3. QConstant lmprovements ere being made in disposition instructions

in the existing records control schedules. For example, the disposition
instruction for case files in the Interrogation Diviaion, Office of
Security, vas changed from indefinite retention to 3%~yesrs; the dossier
files of OCR Blographic Register will be retwmned to them for review for
vossible destruction after 5 years Instead of retaining them indefinitely
at the Records Center; a reduction in the retention period for some
procurement and supply records emsbled the Records Center 1o destroy 482
cuble feet of old records; similar records will now be retained for o
raximm of s8ix years instesd of cleven.

k., Of particular significance during this reporting period was the
obtaining of authority from the ¥atiomal Archives to destroy case files
in the Central Cover Staff of DDP, This gives us legsl authority to
destroy a significant volume of recoevds.

5« The vecords control schedulss require constant updating and revisicn
due to recxrganizations, trensfer of functions, changes in operating pro-
grams, and the refinement of disposition imstructions. The initistive
for making these revisions is the responsibility of the ARD subject to
review and final approval by the Recorde Administration Staf?.

FILING SYSTEMS AND EQUIPMENT

1. This is another ares which produces significant tangible results.

By exercising reasomable contyrols over the purchase of new filing equip~-
ment, by maintaining standards for the procurement of filing equipment
and supplies, and by utiliring existing £iling equipment we saved $8,570
in the last quarter of FY 6k. The cumilative savings from this program
approximtes one<-lull million dollars.

V2. Valunble inmtangible bemefits accrue to the agency through the use
of a uniform aubject-mmeric filing system for certain types of records.
To date, 250 imstallations have been made throughout the Agency. Train-
ing in the subject-nmumeric system 1s carried on currently by OTR. New
clerionl employees are being instructed in the system. On-the-job
training 1s dome by the Records Administration Staff.

3« New Installations of shelf files continue to produce substantial
econcmies in office apace, office equipment, and s To date,
73 installations have produced estimated savings of , 000,

5
Approved For Release 2005/%%&&A-RDP70-0021 1R000500080017-9




Approved For Release 2005/1 1I§EcﬁE‘RDP70-0021 1R000500080017-9

VIi. REPORTS MARAGEMENT

1. The tangible resulis fyrom this phase of the Racords Management
Program are shown on Exhtbit 2. FPariorities in other areas have
prevented us from conducting an extensive progyem in this phase of
records mmuagement. Recently, havever, we havej

#. Inventoried the reports prepared by tabulating machine
motholds in the 0ffice of Computer Services.

b. Diseussed the possibility of an active progran with the
Office of Security.

¢. Discussed the possibilities of a reports mmmgenent program
with officials In the 0ffice of Fimance.

d. Cbtained Information from FAA, Bureau of Intermal Revenue,
and the Department of Agriculture on the operation of thelr

DICKYENE .

VIIi., RECCORDS CENTER AND ARCHIVES

v 1. The cumlative gross receipts of records in the Records Center
from 1949-6% totel 151,109 cubic feet--the equivalent of almost 19,000
four-drawer safes valued at $9,500,000. The chart, Exhibit 6, shows
the upward trend of receipts in the Center.

2. Net holdings on June 30, 1964 amounted to 82,452 cubic feet, These
records came from all agency coeponents as showm in Exhibit 7.

3. During FY 64 the net growth of records in the Center waus 1,605
cubie feet; the lowest net growth in the 15-year history of the Records
Center. This was acccmplished by diligent efforts on the part of all
Agency Records Officers, the Recorda Canter Staff, and the Records
Administration Staff. DBesed on this excellent experience and a progran
of contimzed ecsphasis on records disposition, I belleve that the pre~
diction I made in my report of 23 Jawmry 1 to you 1s siill walid,
/" "« . thet the Records Center will be filled by April 1967."

b, In order to avold the necessity of enlarging ow Agency Records
Centey, arvangements have been made with GSA Tor utilization of &

small smount of secure area space in the Federnl Reoords Center at

: niria, Virginia, now. Additicnal space will be obtalned fram G3A
when 92?;& new Federal Records Center st Suitland, Maryland, is conpleted
in 1567.

6
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SURVEXS

1. Records Marnsgenent surveys are conducted by our staff at the
request of opexeting offices. Such surveys include all paperwork
activities, such ag, regulations, forms mregemeont, mil procedures,
£ilep systems, records disposition, vital records, and special filing
equirment. Tangible savings from surveys for fiseal years 1955-6h
sre shown on Bxhibit 8, A savings of $1,874,100 has been realized.

2. Here are a few significent surveys coppleted recently:
a. USIB INTELLIGERCE COLLECTYORS

Resulis: Brought about agroement for USIB Commamity controls
of individual publications and a refuction in the refarence
collections Iin each consumer agency with & corresponding
increase in file gpace.

b. CABLE ARCHIVES

Regults: Estimated sevings $150,000. Transferred functions

of £ 1 Center to Cable Secretariat; eliminuted microfilming
s of cables; lifted some restrictions on eables for users; savings

of about 1500 man-hours amwelly in servieing regquests.

¢. WH REGISTRY - Registrxy Operations

Resultsy Reduced overtime 374%; revised filing systems;
recaptured 60% of one clerk's time) discontinued logging
proceduras and duplicate files,

d. MEDICAL SPAFF ~ Registrar's Office ~ Forms Management

Besults: Realigmment of personnel and work flow {0 expedite
processing} change in filing equipment; elimimmted 12 forms,
revised 15 forms, developed 11 new forms; eliminated prepars-
tion of a card file,

e, DOP/SUPPORT STAFF FILES
Bssults: Developed a uniform £1ling system for support records;

pregared a filing guide; developed a records comirol schedile
wvhich brought under contrel 5,000 cubic feet of support records.

. Dbsat
Begults: DPeveloped Records Comtrol Schedules and Vital Deposit

3 established mall system and procedures; set up £iling

systems; instructed Records Officer in records mepagement pro-
cedures.
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&« OCR - Administrative Staff

Resultst Destroyed 16 eubic feet of obsolete records and

L 6 feet for retirement to Records Center; installed
Subject-Rumeric File System; replaced heavy duty folders with
less expensive kraft folders, {a savings of 2i¢ on each folder);
instructed persomnel in file maintenance techniques; returned
surpius £iling equipment to stock-<valued at $2,150.

h. OO/CONTACT DIVISION - Index Branch

Resulta: OSubmitted 19 recomendations for improving systems,
procedures and files; for reorganization to bekbter utilize
space and 1el; to reduce backlog and overtime; a tangible
savings of $5,500 from a change In £1iling equiyment with an in-
crease in floor spece. The Division 48 undergoing s mejor
revision of its organization as a result of one of our pro-

posals.

MICROFIILMIRG

1. The Adminigtrator of GSA has advised the hoads of all agencies that
mieroscopic blemishes bave been found on microfi{lm. These blemishes E
appear in the micrefilm proeesses of both government and industry and
my destroy the imeges on some of the £ilm. G8A has alao advised the
heads of agemcles that they will not approve the disposal of veocords
of permanent archival valus based on the retention of a mierofiim eopy
of the origimls. Microscopic blemishes have been found on zcee of our &

miorofilm,

2. A Joint research progranm is now wnderway between govermment and .
industyry to determine the extent of the film damage and to develop ways !
for sclving the problem. This Agency is participating in the research

program by underwriting a iovate share of the costs of the program.

In a letter dated 7 Augast 1964, Mr, Kirkpatrick notified Dr. Grover, 1

Archivist of the United States, that CIA woalld share in the costs of the
program. In the meentime, we do not plan to substitute mierafilm for

permanent paper recomda.

ESTABLISEMENT OF A USIB RECCRDS CENTER

1. An agreament was reached by the Records Officers of the USIE ageno

to mintain a centralized storage area for USIB intelligence documentf., " ;

Concurrences for transfer and storege of USIB material to the Federal — ]

Records Center waus cbtained from the Office ws’“‘“’“f&tﬂ%&vﬁ /
ilie

of DDI. 8
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v 2. GSA w111 designate space for a USIB Center in the Fedeml Records
Center to be comstructed in Suitisnd, Maryland., Occupancy 1s expected
in Ay 1967. In the interim period, classified documents will be ,
housed in the Pederal Recoxds Center at Alexandria, Virginia. Specific
authority for the trenafer of classified documents to the Alexandrie
Center was obteined from the Chief, Physical Security Brench, O/Security,
on 1k July 1964 and 240 cublc feet of records have been transferred there.

XII. PFUTURE FROGRAM OBJECTIVES

‘ Continue the Agency-wlde Records Administmtion Progranm as oul-
25X1 lined in HR[  |and undertake as many of the following specific
: ussigrments ag possible and feasible.

.~ 1. CONDUCT SURVEYS OF FORMS TO DETERMINE THEIR CONIINUED REED AND
THE EFFECTIVENESS OF THE PROCEDURES RELATED TO THEM.
Continve joint smuveys with the Agency Records Mamsgement
Officers tos

a. Control wnofficlal forme that are worth controlling.

b. Study and isprove the existing formn and thelr procedures.

c. Eliminate those fams that no longer serve a useful purpose.

d. Combine the forms that can be corbined.

g. Teach the Records Officers how to develop, coantrol, and
improve thelr formm and procedures.

~" 2., CONDUCT SURVEYS OF AGENCY REGISTRY PROCEDURES

Two surveys made by this ataflf indicate the possibility of sub-
stantial savings in money snd mnpower by standardizing and simplifying
registry operations.

« 3. CONDUCT AW AGERCY-WIDE CLEANUP CAMPAIGN.

Detailed plans will be developed and submitied for a conpalgm to
alininmate paper from office areas.

“if, CONDUCT RECORDS DISPOSITION SURVEYS IN SELECTED OVERSEAS AREAS.

Inforgml reports from seversl agency officials indiemte that there
: may be substantisl scoummistions of support and other types of records
in sane fisld stations. The DIP Records Menagement Officer will give me
; an inventory of overseas records in October from vhich I will develop &
gpecific plan.

9
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5. DEVELOP PROGRAM, PLANS, AND PROCEDURES FOR THE OPERATION OF A USIB
RECORDS CENTER IN 1967.

A staff study will be developed outlining the plan, the operating
procedures, and the advantages of the progranm.

6. CONDUCT TRAINING PROGRAMS FOR RECORDS MANAGEMEWT OFFICERS AND OTHER
AGENCY PERSONREL.

w. Conbtinue the presentation of workshops in Forms Manogement,
Vitel Records, Records Center Operations, snd Filing Systems.

b. Develop additiomml workshops in correspondence, filing equipo
ment, and records dlsposition. -

¢. Oonduct an on-the-job training yprogram for cosmponent Reccrés
Managament Officers through round table discussions and other
appropriate methods.

T. TEVELOP A CONTINUING PECORDS MARAGEMENT PUBLICTITY PROGRAM.

Exhibit posters on the bulletin boards and publish articles in the
Support Bulletin to publicize our program.

8. CONDUCT OFFICE OF RECORD SURVEY.

n. On the besis of informmiion contained in Agency recorde centrol
schedules, and with the assistance of component Records Munagement Offlcers,
prepare a formal listing of official files and the organization responsible
for mintaining them.

h. Official files will be established and mintained so that a
complete record of the policy or aetion taken will be the responsibility
of the 0ffice of Record. The need, therefore, for mmintaining dupli-
cate files will be reduced to a minimm.

10
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